LEAVE BLANK
REQUEST FOR AUTHORITY DATE REGCEIVED J0B No.
TO DISPOSE OF RECORDS APR § 1978
(See Instructions on Reverse) N C -
TO: GENERAL SERVICES ADMINISTRATION 2 0 7 7 5 - 5
NATIONAL ARCHIVES AND RECORDS SERVlCE. WASHINGTON DC 20408 NOTIFICATION TO AGENCY
1. FROM (AGENCY OR ESTABLlSHMENT) | 4 ith th ™ f 44 U.S.C. 3303a the di
n accordance wi e provisions o S.C. a the dis-
Dgparment of Hming aﬁ-ﬂgﬁ Urban DGWhPEGm posal request, including amendments, is approved except for
2. MAJOR SUBDIVISION items that may be stamped ‘‘disposal not approved’’ or ‘‘with-
d i | 10.
Federal Disaster Assistance Administration I eolamn
3. MINOR SUBDIVISION
4. NAME OF PERSON WITH WHéM TO CONFER 5. TEL. EXT.
Eileen Argulewics 63 7825 B
6. CERTIFICATE OF AGENCY REPRESENTATIVE (Date) Archivist of the United States

| h?by certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency's records; that the records proposed for disposal in this Request of
page(s) are not now needed for the business of this agency or will not be needed after the retention periods specified.

Y1725 /W ‘77 / */‘//) ZM?A 0%4/

Date (Signature of Agency Represent lve) (Tltle)
7. 8. DESCRIPTION OF ITEM SAMPgl'.E OR 10.
ITEM NO. (With Inclusive Dates or Retention Periods) JOB NO. ACTION TAKEN

DISASTER PROGRAM RECORDS

Attached is the revised records schedule for disaster
programs administered by the Federal Disaster Assistance
Administration. This schedule supersedes the disaster
portion of the former Office of Emergency Preparcdness
schedule approved June 11, 1971, Natlional Archives Job
No. NN-171~167. The disaster program of the Office
Emergency Preparedness was transferred the Department
of Housing and Urban Development under Reorganigatlion
Plan 1, Beptember 1973.

115-106 STANDARD FORM 115

Revised January 1973

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4



RECORDS SCHEDULE 59 (Revised)

DISASTER PROGRAM RECORDS

which ' no assistance was requested--
and was not declared-under- Public--
Law, includes correspondencey;

memoranda, and related materialss.

Item No. Description of Records Disposition
1. Records of conferences and committees Permanent Records.
of which Headquarters is the office of Transfer to Federal
record, consisting of minutes, agenda, Records Center when
correspondence, memoranca, and related S years old., Offer
materials, including but not limited to National Archives
to National Council on Federal Disaster when 25 years old.
Assistance. '
2. Record set of reports to Congress on Permanent Records.
natural disaster. Transfer to Federal
Records Center when
3 years old, Offer
to National Archives
when 25 yesars old.
. (W B - T -
3. Case files on declared natural Permanent Records.
disaster including Presidential Transfer to Federal
declarations with supplements Records Center 3
designating major disasters and years after closing
Presidential statements allocatlng date. Offer to
Federal Funds to alleviate hardships National Archives
resulting from disaster; copies of 25 years after
the Federal-State agreement: closing date.
citations for publications in the "
Federal Register; correspondence
and memoranda; and the_Termination
Report. Including final nndate nf FDAA
disaster funding list, identifying disaster
case files by FDAA flle mmbers .
- case.f1les on-natural ‘difsaster:in= Trafisfer-to.-Féderal
' which assistance was.;requested.ibuti Récords -Crieter-:2 :
not declared under Public-Law, -in=- years after turn.
cludes requests for assistance, down. Destroy 6
turn down correspondence, _ and re- years after turn
lated materialss- downs:-
S5 Case files on:natural disasters-in: . Destroy-~after::3:

yearss--

/%.ﬂf.;{.;.,, T Ttein A‘oc. (4 du'flu.’,'&u(iz Ressdl Tha;»P&.y/w‘l) Fworlls .c-/J
e Teletwnv /4?r.7 7, 575 -
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' 'REC‘QS SCHEDULE 59 (Revised) .

DISASTER PROGRAM RECORDS

Item No. Description of Records Dispogiéion

1. Records of conferences and committees Des
of which Headquarters is the office of vedrs or when records
record, consisting of minutes, agenda, e no longer
correspondence, memoranda, and related equired for refer-
materials, including but not limited ence, which_gver is
to National Council on Federal Disaste earlier, provided

Assistance. records are at least
3 years old.
2. Record set of reports to Congres Destroy after 6

years or when records
are no longer re-
quired for refer-
ence, whichever is
earlier, provided
records are at least
3 years old.

natural disaster.

&

3. Case files on delilr

natural : Permanent Records.
disaster incluzggg esidential Transfer to Federal
declarations w upplements Records Center 3
designating p@gor disasters and years after closing
Presidentia tafements allocating date. Offer to
Federal Fy@gg alleviate hardships National Archives
resulting/®row disaster; copies of 25 years after
the Fedewl-gtate agreement: closing date.

r publications in the
ister; correspondence
nda; and the Termination

citati

Federazgh
and memo
Report.

files on natural disaster in Transfer to Federal
whi#ch assistance was requested but Records Cneter 2

t declared under Public Law, in- years after turn
ludes requests for assistance, down. Destroy 6
turn down correspondence, and re- years after turn
lated materials. down.

Case files on natural disasters in Destroy after 3
which no assistance was requested years,

and was not declared under Public

Law, includes correspondence,

memoranda, and related materials.



10.

11.

A record set of Cisaster publica-
tions, reports, and manuals with
related background materials showing
inception, scope and purpose.

A record set of photographs and
slides relating to disasters.

Interagency agreements and
memoranda of understanding

‘between HUD and otehr agencies.

A record set of Disaster Studies,
with related materials showing
inception, scope and purpose.

History of Disasters.

Regional Disaster Files: Copies
of Presidential declarations with
supplements; Presidential allocation

.0f funds; Federal/State Disaster

Assistance Agreements; and related

P
LaATE T 1lan 3.

Permanent Records.
Offer to National
Archives 25 years
after date of
record.

Permanent Records.
Transfer to Federal
Records Center atfter
3 years. Offer to
National Archives

25 years after date
of record.

Permanent Records.
Transfer to Federal
Records Center after
agreement has been
superseded. Offer
to National Archives
25 years after date
of record.

Permanent Records.
Transfer to Federal
Records Center 1
year after study is
completed. Offer tc
National Archives

25 years after date
of record.

Permanent Records.
Transfer to Federal
Records Center when
no longer needed fo1
reference. Offer tc¢
National Archives
25 years after date
of record.

Destroy 3 years
after termination
of agreement, or as
soon after that as
the Termination
Report is compiccoed



12.

13.

14.

Copies of Prcject Applicaticn
Files.

Copies of Termination Report.

Office Administrative Records --
Records accumulated by individual
offices that reiate to the internal
administration or housekeeping
activities of the office rather than
the functions for which the office
exists. 1In general, these records
relate to the cffice organization,
stafffing, procedures, and communica-
tions; the expenditures of funds,
including budget papers; day-to-day
administration of office personnel,
including travel; supplies and office
equipment requests and receipts; and
the use of office space and utilities.
They may include copies of reports and
other materials that do not serve as
official documentation of the programs
of the office.

‘3.

Destroy with

related case files
or no longer than

5 years after comple
tion of Termination
Report.

Destroy with re-
lated case files or
when no longer
needed for reference
whichever is longer,
but no longer than €
years after date

of record.

Destroy after 2
years. Start new
file at beginning
of each year.
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APPEHDIX £9

RECORDS SCHEDULE 59
DISASTER PROGRAM FECORDS

This schedule covers records eccumulating on disaster pregrams. The
disaster functlons of the former Office of Emergency Preparedness,
Lxecutive Office of the Presidsnt, was transferred to KEUD as the Federal
Dizaster Assistance Administration in July 1973. This schedule was
previcusly included in the OEP Order 1810.3A, Peco*ds Retention and
Disposal, Deccmber 1971,

Descrivtion of Records Dicposition

1. RESERVED (Was: Records of
the Dirzctor and Deputy Director)

2. RESERVED (Was: Records of
the Assistant Director)

3. RESERVED (Was: Planning Review
Records)

%,  RESERVED (Was: Congressional
and Pudblic Affairs)

5. BESERVED (Was: Records of
the Ceneral Coursel).

6, RUSERVED (Was: Administretive
Records - Use applicable GSA
General Records Schedule)

7. RESERVED (Was: Regional Coordi-
nation Records)

8, RESERVED (WAs: Covernment
Preparedness Records)

9, Disaster Program Records
a, Records of cenferences and Permanent records,
committees of which Headquarters Transfer to Federal
is the office of record, consisting Records Center when
of minules, agenda, correspondence, no longer needed for
memorenda, and related materials, reference,

including but not limited to:

(1) National Council on Federal
Disaster Assistance.

Page 1 6/74

HUD-Wash., D. C.



2225.6

APPENDIX 59

Tiem

RECORDS SCHEDULE 59

DISASTER FROGRAM RECORDS

Description of Records

(2) Committee on Challenges to a
Modern Society.

Record set of reporis to Congress
on natural disaster,

(1) President's Annual Report,
(2) Other Reports,

Case files on declared natural
disasters including Presidential
declarations with supplements
Jdesignating major disasters and
Presidential statements allocating
Federal Funds to alleviate hard-
ships resulting from disaster;
copies of the Federal-State agree-
ment: citations for publications
in the Federal Register; correspond-
ence and memoranda; and the
Termination Report,

Case Tiles on natural disasters in
which assistance was requested but
not declared under Public Law,
includes requests for assistance,
turn down correspondence, and related
materials,

Case files on natural disasters in
which no assistance was requested
and was not declared under Public
Law, includes correspondence,
memoranda, and related materials,

A record set of Disaster publica-
tions, reports, and manuals with
related background materials showing
inception, scope and purpose,

Disposition

Permanent Records,
Transfer to Federal
Records Center after
3 years,

Permanent Records,
Transfer to Federal
Records Center 3 years
after receipt of
Termination Report,

Permanent Records.
Transfer to Federal
Records Center 3 years
after turn down.

Destroy after 3 years.

Permanent Records.

6/74
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2225.6

APPENDIX 59

Item
No

—r

9. @g.

RECORDS SCHEDULE 59
DISASTER PROGRAM RECORDS

Description of Records

A record set of photographs and
slides relating to disasters,

Interagency agreements and
nemoranda of understanding
between HUD and other agencies.

A record set of Disaster Studies,
with related materials showing
inception, scope and purpose,

History of Disasters.

10, RESERVED (Was: Resource Analysis
Records)

11, Reglonal Office Records.

a through j RESERVED

k.

Regional Disaster Files:

(1) Copies of Presidential
declarations with supplements;
Presidential allocation of
funds; Federal/State Disaster
Assistance Agreements; and
related materials,

(2) Copies of Project Application
Files,

Disposition

Permanent Records,
Transfer to Federal
Records Center after
3 years.

Permanent Recoids,
Transfer to Federal
Records Center afier
agrcement has been
superseded,

Permanent Recerds.
Transfer to Federal
Records Center 1 year
after study is completed.

Permanent Records,
Transfer to Federal
Records Center when no
longer needed for
reference,,

Transfer to Federal
Records Center when no
longer neecded for refer-
ence., Destroy 3 years
after termination of
agreenent, or a&s soon
after that as the
Termination Report is
completed,

Destroy with related
case files or no longer
than 5 years after com-
pletion of Termination
Report.

Page 3
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APPENDLX 59

Item
No,

11.

RECCRDS SCHEDULE 59
DISASTER PRCGRAM RECORDS

Description of Records

k. (3)

1 and m RESERVED,

Copies of Terminaticn Reports.

Lisrosition

Desiroy with related
case files oxr when no
longer needed for refer-
ence, whichever 1s
longer.

Followlng are descriptions and disposition instructions for temporary
records and non-record materials that are common to most offices in

I'DAA,

12,

13.

Office Administrative Records --
Records accumulated by individual
offices that relate to the internal
administration or housekeeping
activities of the office rather than
the functions for which the office
exists, In general, these records
relate to the office organization,
staffing, prccedures, and cemmunica-
tions; the expenditures of funds,
including budget papers; day-to-day
administration of office personnel,
including travel; supplies and office
equipment requests and recceipts; and
the use of office space and utilities,
They may include ccples of reports and
other materials that do not serve as
official documentation of the programs
of the office.

Reports

a. Copies of reports held by program
offices for future distribution.

b, RESERVED (Was: Copies of
Emergency Preparedncss Plans)

c. Copies of reports, and studies
kept for reference purposes,

~

Destroy when 2 years
old oxr earlier if
purpose has been served,
Start new file at be-
ginning of each year,

Destroy when 2 years
old or earlier if
purpose has been served,

Destroy when 2 years old

or earlier if purpose has
been served,

.

6/74
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